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          FAC 915
          11 June 1996

NAVFAC INSTRUCTION 5218.3

From: Commander, Naval Facilities Engineering Command

Subj: OFFICIAL MAIL MANAGEMENT PROCEDURES

Ref: (a) OPNAVINST 5218.7A, Ch. 1
(b) OPNAVNOTE 5218
(c) OPNAVINST 5510.1H

Encl: (1) NAVFAC Guide to Cost Effective Mailing of Official Mail
(2) NAVFAC memo of 10 Jun 96, subject:  Use of Express Mail Service

1.  Purpose.  To publish information and procedures on the handling and processing of official
mail within Naval Facilities Engineering Command Headquarters (NAVFACENGCOMHQ) in
compliance with references (a), (b) and (c).

2.  Cancellation.  NAVFACINST 5218.2 is hereby cancelled in its entirety.

3.  Definition.  Official mail is any letter, publication or parcel relating exclusively to the business
of the U.S. Government that is mailed using the meter or official mail stamps, or mail received
from a civilian source pertaining to official U.S. Government business.  Only those items that are
mailable under postal laws may be sent as official mail.

4.  Action.  All Headquarters personnel shall familiarize themselves with enclosures (1) and (2)
and comply with the policy, procedures and requirements set forth in this instruction.

B. F. MURPHY, JR.
Comptroller
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10 June 1996

MEMORANDUM

From:  Director, Administrative Services Division (915)

Subj: USE OF EXPRESS MAIL SERVICE

Encl: (1) Express Mail Procedures (w/Form Letter)
(2) Map of Federal Express Service Centers and List of Local Area Service
Centers and Drop Box Locations

1. Occasionally, situations arise which require the use of overnight express mail service.
When this occurs, you can be assured that the mailroom is committed to the timely
processing of your request.  However, as the use of express mail requires the
obligation of government funds, everyone must ensure that there is a procurement
document prior to commitment.  This fiscal requirement is met only when the express
mail shipping ticket is completed and the action is recorded in the mailroom's
procurement log.

2. The Command has experienced some problems centering around the use of express
mail.  This has usually occurred when the documents to be sent are not available until
some time after 1500.  To help our customers better understand express mail
procedures, we have developed enclosure (1), a single sheet express mail procedures
guide.  For your convenience, the form letter request is printed on the back.
Additionally, enclosure (2) provides pertinent information on Federal Express Service
Centers and drop boxes.  This should be of help when you have an "after hours"
shipment.

3. We encourage you to give the enclosures wide dissemination so all potential
customers can become more familiar and comfortable with what is required.  If you
should have any questions, please contact a mailroom staff member on 325-8505.

ROGER L. WILLIAMS
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ENCLOSURE (2)



Date _______________

From:  _______________________

To: Code 9153, Communications Branch

Subj: REQUEST FOR EXPRESS SHIPMENT

Ref: NAVFACINST 5218.3

1. It is requested that the following material be shipped by express mail:

Material Description: _________________________________________________

Consignee: _________________________________________________

Full Address _________________________________________________

(no P. O. Box) _________________________________________________

Phone number _________________________________________________

2. Justification:

a. Nature of emergency ____________________________________________

___________________________________________________________________

___________________________________________________________________

b. Impact of mission if not delivered within 24 hours   ___________________

___________________________________________________________________

___________________________________________________________________

3. Action/steps have been taken to ensure future shipments of this type are planned in a
timely and cost efficient manner.  This is a one time only occurrence.

_____________________________________
To be signed by a Division Director or Resource
Manager



EXPRESS MAIL PROCEDURES

READY BEFORE 1500.  For express mail shipments that can be processed during the
normal work day, simply complete the "Request for Express Shipment" form letter on the
back.  Hand carry this form letter and the material to be expressed to the mailroom
before 1500.  Mailroom personnel will handle it from there, ensuring that your urgent
documents are forwarded to Federal Express (our current carrier) in time to meet the
next-day delivery requirements.

WHEN YOU KNOW YOU NEED IT, BUT MATERIAL WILL NOT BE READY
UNTIL AFTER 1500.  Complete the "Request for Express Mail" form letter on the
back.  Hand carry only this form letter to the mailroom before 1600.  Based on the
information provided in the form letter, a mailroom employee will fill out the shipping
ticket and enter the commitment in the procurement log.  He/She will provide you with
instructions, a shipping ticket and a Federal Express envelope.  When your material is
ready, you can then drop it off at any Federal Express Service Center or drop box.

MAP OF FEDERAL EXPRESS SERVICE CENTERS.  A map of local area Federal
Express Service Centers and a list of their drop box locations have been disseminated.
Copies are also available in the mailroom.

NAVFAC CODES 11 AND 92.  Because of the legal nature of their business, Codes 11
and 92 have been granted blanket authority to use overnight express mail service, when
necessary, without using the form letter.  However, the necessary shipping information is
required and should be submitted either by handwritten or typed memo.  The memo
should include the sender's name and code, addressee's name, address (no P. O. boxes,
please), telephone number, estimated weight of package, and the requesting official's
signature.  All other procedures stated above still apply.

EXPRESS MAIL SENT C.O.D. TO NAVFAC.  Remember that mail sent from another
location to NAVFAC and billable to NAVFAC also needs a prior commitment.  If you
are going on a trip and you know that documents will be expressed back, please consult
the Mailroom Supervisor for assistance.

RESTRICTIONS.  Transportation regulations also cover express mail shipments.
Shipments exceeding $250.00 in cost to the Navy cannot be made without written
justification supporting the cost effectiveness of this expensive means of transportation.
Also, no shipments can be split to keep a requirement under $250.00.  These procedures
are necessary for audit purposes.

ENCLOSURE (1)



STAFFED FEDERAL EXPRESS

DROP OFF LOCATIONS

IN THE ALEXANDRIA, VIRGINIA AREA

1500 BELLE VIEW BOULEVARD
DRIVE-IN-CENTER
3:30 PM - 7:30 PM (MON-FRI)

1200 NORTH FAYETTE STREET
9:00 AM - 8:30 PM (MON-FRI)

1199 NORTH FAIRFAX STREET
10:00 AM - 8:00 PM (MON-FRI)

112 SOUTH ALFRED STREET
9:00 AM - 8:00 PM (MON-FRI)

Note: For information about drop off
locations (including hours of operation)
in the following Northern Virginia areas,
contact the mailroom supervisor.

Arlington McLean
Chantilly Reston
Fairfax Springfield
Manassas Vienna

FEDERAL EXPRESS

DROP BOXES

2900 EISENHOWER AVENUE
BOX PICK-UP - STREET LOCATION
7:00 PM (MON-FRI)

4711 EISENHOWER AVENUE
BOX PICK-UP - STREET LOCATION
7:00 PM (MON-FRI)

4660 KENMORE AVENUE
BOX PICK-UP LOCATED IN MAIL ROOM LEVEL A
6:00 PM (MON-FRI)

50 SOUTH PICKETT STREET
BOX PICK-UP LOCATED INSIDE BLDG IN ALCOVE BY ELEVATOR
6:30 PM (MON-FRI)

5999 STEVENSON STREET
BOX PICK-UP LOCATED IN LOBBY OF BLDG
5:30 PM (MON-FRI)

Encl (2)




























